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STEPS

e Ensure SSS dollar amount in Travel,
“commercial airlines” equal elnvoice

* |f not, need to do a “change ticket” under
Travel, the following steps are highlighted
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Under Travel

Gle Edit  View Favorites Tools  Help

Logped In As: Document Hame: ROMEWORLEAMSLOS1610 V01 Screen ID: 1064.4 Close Window
Traveler Hame: Document Type: Voucher Help for this screen

ﬁ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Op ﬁnnM
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P rreview 4 other &uths. Pre-Audit Digital Signature

Print Document

SELECT THE TRAVEL TAB

ENSURE MATCH elnvoice + Commercial
Airline



Traveler Hame: Document Type: Youche

‘ﬁnefensumlsﬁtem "‘

A New Era of Government Travel

screen 1Dz 1070.1

Close Window

Help for this screen

RETURN TO LIST

Ptease select a flight from the trip summary on the right to edit air
reservations.

Orverall Starting Point

: Leave Fromn:

RES: SAN ANTONIO, TX

6-May-10

ENSURE MATCH elnvoice + Commercial

Airline




Select Ed

Flight Saved

£269.40

A?A American Airlines (AA)

Depart: SAT-5an Antonio, TX
Arrive: DFW-Dallas f Ft. Worth, TX

Clazs: YCA-Y
Confirmation DCAAYGTFLWX
Mumber:

Ticket Mumber: GTFLWX-CP
Status: BOOKED

Seat Selection: 164 Seat
= O51-Cther Supplementary Information

Ticket 12-May-10

Date:

Total Tax: 538,70 PassFacChg:  59.00
|ssue Date:

Flight Cetails Entered:

Frequent Flyer:

Type:

Method of Reimbursement:  GOWCC-Individual
CE# Label:

CB4 dccount:

Comments to the Travel Agent:
* SEAT PREFEREMCE: 164

Change Ticket Data

t Option on

Flight:

Fees:

AL 2:50 PM On Sat 15-May-10
At 4:00 PM On Sat 15-May-10

50,00

Leawe:

15-pay-10

Location 1: HEW ORLEANS LA

Leawve From:
TOYATAD Loc:
Arrive:

Leawve:

Carriers
Flight:
Conf/PMR:

Depart:

Arrive:

Carriers
Flight:
Conf /PR

Depart:

A rive:
Carriers
Flight:

Confi/PrR:

Depart:

A rive:

Carriers

Flight:

RES: SAH AHTOHIO, TX
HEWY ORLEANS LA
18-May-10

19-May-10

American dirlines (A4 1470

DCA&GTE L

2150PM - 15-May-10
SAT-5an Antonio, TH (US4)
A:00PM - 15-May-10
CFw-Dallas f FE, Woaorth, TX
(LIS&) (Int'l,

irlines

Edit

Edit

American Airlines (A4) 203

Edit

DCASTGTE L

A:R0PK - 15-May-10
DFw-Dallas f Ft. Worth, TX
[UZA) (It

&1 16PM - 15-May-10
MEY-Mew Orleans, LA (USA)

[Moizant Int'l

Southwest dirlines

Edit

W) 2622

ABWNFORT BXL

7i0EPM - 19-May-10
MEY-Mew Orleans, La (USA)
[Moizant Int'l

B 15PN - 19-May-10
HOU-Houstaon, TX (USA)
(Hobby Apt)

Southwest Airlines

Edit

[ 761

Double click




Next, cli,

ck on ch

ange ticket data

Flight Saved

Leawve:

15-May-10

Location 1: HEW ORLEANS LA

$269.40
Leawve From:  RES: $AH AHTOHIO, TX Edlt
AJ‘A Americdh Airlines (AA) Flight: 1490 TOJ/TAD Loc:  HEW ORLEANS,LA
Arrive: 18-May-10
Depart: SAT-5an Antonio, TX| At 2:50PM On Sat 15-May-10 faave: 19-Mhay-10
Arrive: DFW-Dallas f Ft. Wortlg, TX At 4:00PM On Sat 15-May-10 : 4
. B Carrier/f )
Classy HEAZY Fl?gr':ﬁr ametican irines (44] 1490 [NRECHE
Canfi ti :
anfirmation DCARCTRUWX
Mumber: Conf/PMR: DCA&GTE L
Ticket Mumber: GTF L~ Z:E0PM - 15-May-10
Hatus: BOOKED DeRark: SAT-5an Antonic, TH (USA)
Seat Selection: 164 Seat ey .
= O51-Cther Supplementary Inforfpation i i - la-mays
.................................................................................................... hrrive: DFW-Dallas / Ft. Worth, TX
Ticket im0 & WIS s
. Tk i ! .
Datai F:gr':‘t'ﬁjr american airiines (44 2030 ECIE
Total Tax: 538,70 PassFa@Chg:  59.00 Fees: 50,00 '
Conf /PR DCALRGTE L
|ssue Date:
4:ROPM - 15-May-10
Depart: DFWw-Dallas f FE, Worth, TX
Flight Cetails Entered: US&) (It
&i15PM - 15-May-10
Fregenbter: Arrive: MST-Hew Orleans, Li (USA)
Type: [Moizant Int'l Ed
R % i il Carriers Southwest Airlines It
ethod of Reimbursement: -Individua Flight: i) 2622
CBA Label: Conf/PIR: ABWHCOK T B
CEBA Account: Fi0EPM - 19-May-10
Depart: MEY-Mew Orleans, La (USA)
Comments to the Travel Agent: ifn=anzint]
# SEAT PREFERENCE: 164 Gt 15PM - 19-Ray-10
Arrive: HOU-Houstaon, TX (USA)
Change TicketData | | UneBlEetlds o,
/ \ Carriers Southwest Airlines Edit
Flight: i) 7é1

Click on change
ticket Data




Lopged In As:  DAVID H STAMPER Screen 1D: 1094.1

Traveler Name: RYAN T OLESZEWSKI

% Defense Travel System

A New Era of Government Travel

Document Hame: ROMEWORLEANSLOS1610 W1
Document Type: Voucher

Itineralprenses Accounting  Additional OF

Rental Car Lodging

Owverall Starting Point

Leave From: SAN ANTOHNIC
Leave: 16-May-10

Type: Under DROP
DOWN BOX, Select
‘Comm Air (Indiv Bill)

Use this screen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car

expenses. Click here for memorandum Location 1: HEW ORLEANS,L

for those with travel

d . Leave From: HEW ORLEA
card, Comm Air ADD Tic ket Information TOY/TAD Loc:  NEW ORLEA
(Central Bill) for those AT 16 g1
Leave: 20-May-10
few wh ON’T! Enter or select the reguired data.
Carrier /Flight: | American Al
(AL} 676
ase Mote: ARed Star (* ) indicates a field is reguired.
| Conf/PHR: DCAATEMSNE
i ] SAT-5an Anks
CTO Fee (Central Bill) :| {U5A)
; G e lindiv e H Arrive: 16-May-10 1
Ticket Mot omm ﬁa.r' n:[er!t@ Bill) | DFw-Dallas |
Comm Air (Indiv Bill) TX {USA) {In
* Ticket Value: Comm Bus
Comm Rail (Central Bil) Carrier/Flight: | American Ail
Cost: Comm Rail (Indiv Bil) ok e
{If different from  |Government Bus Conf/PHR: DCAAENSNE
ticket value) Government Plane Depart: 16-May-101
Government Vessel 1
* Departure Date : A Dkt
Prepaid Bus TX (U5A) {in
{mm/ dd yyyry): P AP s
i s b Arrive: 16-May-10 0
Issue Date Prepm.d Rail MEY-New Or
(mm/ddfyyyyy:  |Prepaid Vessel (USA) (Moisa
Chin Fara flndie Rillh

ENSURE MATCH elnvoice + Commercial
Airline



Note: This may be
$0.00 here and you
Have to change
another air leg to
match

Use this screen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car
expenses. Click here for memorandum

ADD Ticket Information

Enter or setect the required data.

Please Hots: ARed Star (* ) indicates a field is required.

* Type: COMMAIR  (Indiv Bil) @

Description:  COMMAIR  (Indiv Bill |

'See Attached Ticket 2 |

T0.00
s
{If different from

ticket value)
* Departure Date  |p5/16/2010
(mms dd Fyyyy):

e [
oo lld Funnneis .

ENSURE MATCH elnvoice + Commercial
Airline

Arrive:

Carriet

Conf/P
Depart

Arrive:




Use this screen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car
expenses. Click here for memorandum

ADD Ticket Information

Enter or select the required data.

Please Mote: ARed Star (* ) indicates a field is required.

X Type:

{If different from
ticket value)

* Departure Date
(mm/ ddyyyy)s

Issue Date
(i dd S yyyy)s

| CTO Fee (Indiv Bill) @

|CTD Fee (Indiv Bil] |

|89ﬂSeeMI:achedTic:kEI:1 |

Enter “CTO fee”
$13.75

E—

ENSURE MATCH elnvoice + Commercial
Airline

Arrive:

Carrier/Flig

Conf/PHR:

10



11 JAVS

File

Edit View Favorites Tools Help

A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer provided by BAMC

* Tickst Value:

Cost:
({If different from
ticket value)

* Departure Date
(mm/ dd/yyyy)s

Issue Date
(mm/dd/yyyy)s

* Ticket Date
{mm/ dd Fyyyy)z

CEBA Label:

CBA Account:

113.75
%\ Flight fee added

[13.75

'DE.III1 62010

|
— -
[osroarz010 | [
| |

| l:- CBA Accounts

|os/0a/2010 |

If necessary, add comments to the travel agent:

> view expense details

SAVE IT!

N
= Save

CLICK “SAVE”

L1 =] g =i

Conf/PHR:
Depart:

Arrive:

Carrier /Flight:

Conf/PHR:
Cepart:

Arrive:

Carrier /Flight:

Conf/PHR:
Depart:

Arrive:

Carrier/Flight:

Conf/PHR:
Depart:

Arrive:

AMETICan Arm
(AA) 676
DCAATENSMEA
16-May-10 09:
SAT-5an Anton
[USA)
16-May-10 10z
DFW-Dallas £ F
TX (USA) (Intl,
American Arlin
(AA) 1435
DCAMEMSHEA
16-May-110 12:
CFW-Dalas / F
TX (U5SA) (Intl,
16-May-10 01:
WEY-Hew Orle
{USA) (Moisant

American Airlin
[AA) 1575
DCAATEMSHEA
20-May-10 07:
MEY-New Orle
{USA) (Moisant
20-May-10 0@:
CFW-Dalas / F
TX (U5A) (Intl
American Airli
[AL) 1037
DCAATENSHMEA
20-May-10 09:
DFW-Dalas / F
TX (USA) (Intl
20-May-10 10:
5AT-5an Anton
[L5A)




*®

How do you know if it added has been™=/
changed and it matches?

ENSURE MATCH elnvoice + Commerc ia

12
Airline



What did the elnvoice say was ticket %/
fee?

ENSURE MATCH elnvoice + Commercial

1
Airline ?
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File

Edit View Favorites

Tools  Help

Edit

Accounting Summary

Actual/Estimate

Accounting Code:

COM. CARR.-1:
LODGING:
MEIE:

OTHER:

10 KKBS 21TZ 5ub Total:

Calculated Trip Cost:

Disbursing Summary

3 Taxi - TOY /TAD

10 KEBS 21T2

5428.55
583200
5319.50
599,00

$1,379.05

51,379.05

05/ 20410

Allowed

Accounting Code:

COM. CARR.-1:

LODGING:

MEIE:

OTHER:

10 KKES 21T2 5ub Total:

Calculated Trip Cost:

525.00 Personal

10 KKBS 2172 Edit
SDM: 0IG3FX
CIC: 203074KKES41133

5428.56
583200
5319.50
599.00

51,379.05

51,379.05

14



e Check to see if elnvoice SSS matches what is

on commercial air

HET LISTriDUTIon

Personals):

Individual GOVCCE)

Total(s):

Document Totals

ActualEstimate

COM, CARR.-I:
LODGIMG:
MElE:

OTHER:

Calculated Trip Cost:

$448.68
§702,30

$1,150,98

o 9428.55

$399.00
$243.50
$200.15

$1,150.98

Advances and $cheduled Partial Payments Summary

Baseline Trip

COM, CARR.-I:
LODGIMG:
mElE:

OTHER:

Calculated Trip Cost:

Summary

Note: in our example,

no match!

Wigw Worksheet

430330
£399.00
5245, 50
$200.18

$1,160.98

ENSURE MATCH elnvoice + Commercial

Airline

15



Summary continued

e |f the elnvoice and Commercial airline don’t
match then

— 1. Go to Travel, then Air
— 2 Next, click on the first airline ticket
— 3 Then go to change ticket data

— 4 Enter a correct amount to ensure SSS match the SSS
amount on elnvoice, then save

— 5 Check the Commercial Air, if they now match, you
are done, if not go to another air leg, edit and repeat
until they match, then exit DTS

— 6 Have your traveler sign it



Any additional questions, contact us
via email



